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o SRR | STATINTL

- o CENTRAL INTELLIGENCE gR0p/AGENCY
: Hashington, D. C.

¢ i

STATINTL: ADMINISTRATIVE INSTRUCTION . - :

‘ . B¢ 3 27 March 1947
5 NUNBER ‘ S L
: o . ﬂ; A~ \ £ c~; “? } i ,) "':: ’f
SUBJECT: Efficiency Rating Progranm P - =

! EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED LAY

'STATINTL (vote:  ¢.1.G. ymioravTUM [ llvor srven rEeuLAR DIsTRBUTION -
| 0 A§L SUPEIVISORS, ADNINISTRATIVE AND RATING OFFICIALS .
oNLY) | :

le Purpose. Tho purpdse of the memorandum is to inform you in a
generul way, of the Efficiency kating Program of CIG and to outline
the adninistrative fromework within which the progran will operate.

‘ y s - 1t . : > . " . :‘;
}. E;G.References. References relating to the Uniforml Efficiency Rating U

ns Sectlon 9, Classification Act of 1923 as amendeds

be CSC Efficiency Roting Manual, amended lMarch 15, 1944,

‘Ce OSC Rating Officials Guide, June 1945. : ’

de. CSC Federal Personngl Honual, Chapter E 1, August 7, 1945,

3¢ Coverage, The unifcrm efficiency rating systen promulgated by

the Civil Service Cormission lepally applies to all enployees poid
! under the corpensation schedules contained in Section 13 of Classifi-
f cation Act of 1923, as nmended, "Accordingly, this rating systen !
{ applies to all Civilian Employees in CIG in ‘lashington and the Field.
{ : An ‘employee is not excepted from this system beeause of part time or
, temporary employment or beosuse of type of funds from which paid.

4. Policy.

8+ The accomplishments of CIG will be determined by the mannef in
which each omployee perforus his assigned Quties. For this reason,
1t is importent for CIG to know how well each employee is accomplishing
his specific task,

be The efficiency rating system, if properly and uniformly applied,
will determine.the effectiveness of eech employee in carrying out his
duties as a part of the mission of CIG., It is, therefore, the responsi-
bility of every representative of Hanagement to apply the efficiency
rating system in accordance with approved repulations,

ce Information secured by the system also provides on indication
as to the need for employee utilization, infermation for reassignments,
transfers, promotions, demotions, training end employee relation
activities, : ‘

3 co “de. vEfficiency ratings aséist employees by providing fhem with‘ in=
ST ‘5\TINTL : ~ formation on how well t}ieir ‘job or work is being performed and where .-
s ‘ their work is deficiente an employee who knows his work is being ‘
‘ RENULBERED PHER CTA GENERAL ORDER Co S N
. EFFECTIVE 30 JUNE 1947, CIG WEMORANDA WILL REMAIN IN IFORCE UNTIL CANCELEED. OR - :
. : SUPERSEDED" . ' :

IS
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ovaluated, strives to accomplish more and better worke A recorded
. evaluation of his work is a protection opgainst unfair actien, whether
it be dullbarate or cnused by inadeguate information. Furthermore,
the efficiency rating process gives tho employse an-indieation of
‘his progress upon which his advancemont dopendse

o« Thc system provides sach supervisor with a tool which will
point eut the inadequacies, wealmesses and failings of employees as
well as the dosirable and outstonding qualities and performances of
the employeos.

Se Administration of the Efficioncy Jnting Systems

i ne Responsibility. The Dircetor of Central Intelligence is re=

quired by law to rate the efficiency of cach omployee who is subjeet -
to the syatems The Dircctor has dclegated this respondibility to the | :
Chief, Personnel Division., The Personnel Relations Seetion and the i
Efficicnoy. Roting Commitiee have beon given the responsibility for

.edministering the program. . :

be Membership cnd Functions of the Efficiency Rating eommittoe:

. (1) The CIG Committes has boon dosignoted by the Director,
ond the mombership is ag follows: ~

- STATINTL
i This Committec will serve in a staff copaclty for the Director
and the Chicf; Persommel Division, and will bs primarily concerned with
general efficicncy rating policius cnd with the coordination of the :
progran throughout CIGe  Briefly, tho rcsponsibilities of the Committee ]
aret ; . !
S ) o (n) To act for tho Dircetor in applyinr the efficiency

- rating system

(b) "To insure that uniform siandards are applicd threughe!
out-its jurisdietion.

{¢) " To ndviso and. assist administrative and supervising, : i
“offieials in dotermining performance requirements
znd training programs. ‘

(d) To assist reviewing of ficials ond others regarding -
rating proceduress o ‘

(e) To review and approve.indiviydual rating sheets for . B
"+ . propor markingse ’
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(f) To hear and determino appeals and reeonn:fendgtions
of ratings originally appraved by the Committees

(g) To seo that ratings are made when due,

¢« Efficiency-Rating Officer. An efficiency rating officer

appointed by the Assistont Director of ench office will, with the
assistanes ond guidance of the committee and the Effieieney Rating
Teéhnician, assigned to the Porsonnel Relations Scetion, implement

the reting program in cach Office, He will eneourage supervising

officlals in setting performunce stondards, conduct supervising
“training programs and in the seleetion of element patterns mnd re-
view initial and appellant ratings to ineure uniform application of
the systom within the Offices of .CIG, ‘

de FRating Officials Tho Rating Offieial will bo the person immedie
ately rosponsible for tho work of the orployee (first porson in outh-
ority whe has supervisory responsibllities), The Rating Official will
moke the initial evaluation of porformarec, ‘

) ¢ lReviewing Offieial, The Reviewing Officinl will be the supers=
visor highest in line of authority above the rating offieial who has -
personal knowledge of the employse!'s performemce.  He may, upon. review,
approve or revise the ratings after conferring with rating officials
ond any intermedinte supervisorse

6. Types of Ratings.

ae Officinl Ratings,

(1) offieinl regular ratings are propared ahnually as. of
Moreh 31 for all employces who on that date arc not serving probational
or trizl period and who have worked in CIG for at least 90 calendar
days during the roting year in the classification grade held on Morch 31,

_ (2) Official Prebational or Trial Period Ratings are to be
made 60 days before the close of the employee's prohtional or trial ‘
- reriode. :

be Official 8pcecial Ratings, Generally, an effieinl speeinl ,
rating is made whonever the employce has no offieinl rating of record
as of the latest 31 March dote or any date. thereafter and o eurrent
official rating is needed for periodic withinepgrnde salary inerease .
determinations 4n officinl speeial rating is made in eonnection with
a reduotion in foree when there is no offieinl rating on reeords . Such
rating is offieisl for nll purpeses for which it 'is anproprinte, even
though it is bascd on 1o§s than 90 days' serwiace ' Y

ce Administrafivc#Unpfficial. Administretive wofficial rotings
arc preporod-to provide supplementary recerds ef performance for
administrative infoermation and uses S

e
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7e¢  Notico to Employcus. Aftor approval by the Efficicney Rpting

T ‘ Comnittoe, every employca shall be notificd of his efficial rating
on-Stendard Form 68, All notices will be released simnltoneously
on o.date designated by the Efficiency Roting Committee, but not

- later than 29'liny. Copies of Form 68 will hot be mado for filinge
However, the date thnt tho notice is given the employee will be
inserted on Standard Form 51 which will be filed in the employce's:

- personnel foldor,

|

’I - 8., Ef‘ficienc;_' Roting Appoelse There ars two general types of cppeals,
|- :

i v

administrative ond stotutory,

I 8 Adninistrotive appeals will be those conducted whelly by and
? : within CIG, and will be henrd and decided upon by the Efficiency

i Rating Cormittee., 4n employce!s use¢ of the administrative appeals
procedure, which will be developed, will not preclude or prejudice
his right to appeal to the Statubery Beard of Review.' ‘

be Statutory sppeals will be conducted by the Efficiency Roting
Board of Review for CIG. The chairman of this board will be designated
by the Civil Service Commission. One member will be selected by CIG
employees and the third by the Director or his designates The ‘statutory
appeal will be conducted in accordanec with Civil Service Commission
regilations and procoduros, : ;

FOX THE DIRECTOR OF CENTRAL iIJTELLIGEHCE:

‘STATINTL

|

f

“ . R ) gouyuilve 10r Personnel
i and Administration

! )

i .

|

ATTACHMENTIS: Nome

DISTRIBUTION: To A1l Brployess of CIG
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 STATINTL 1047, subjject: ~Efficiéncy Reting’ Program.

; 1. General . : TR B

.The.Director of Central. Intelligence is required by law to.
provide for the. reting:of the performance of -employees of this: .
Agency- in accordance with. the uniform efficiency rating eyetem pro- s
: mulgated by the Civil Service COmmisaion. Co ;

; » D fThe Chief Personnel Dranch, AxM, will eupervise the appli-:
. cation of the efficiency re.ting gystem,. '

i

i ‘ “The performahce of all civilian employees in CIA will. :be rat- )
! ed in accordance with 'Ehe provieione of thig Instruction. o o
| C
E

ol

2. Eff:[eiency 'Ra‘fing Cor.mittee T " . ) j‘_:"" Ny R

An Efficiency Ra.ting Committee vhich shall review a.nd apply rating
standards uniformly and approve, efficiency ratings of all .emplo ees in .
the Ageney is hereby eete‘plished composed of the: following

STATINTL

F
] et
LA

3. Efﬁcienez Ra.tigg Office ‘ . L s
Each staff Chief and Aesieta.nt Director will appoint an Efficiency
Rating Officer' for'-hig dctivity to edviee and"assist eupervisory officie.la .
in establiahing performa.nce standards, conducting efficiency rating trai‘n- .
ing programs’ end Belecting: element patterne. ] Ei'ficiency Rating Ot‘ficers,.‘_ -
with the guidance ‘of the Committee y Will review ‘the ratings of ‘the em- . . ~ "
ployees within, their unite.to. inpure uniform.application of the syetem
~and adherenqe regula,tione before sending the ratinge to the Personnel TR

Branch, A&M.
R b, Batths’ 'orriciai‘

The eupervisor 'immediately reaponeible i‘or the woz;k o&‘ the employee s
: %e t161§ Rating OFfidiel, end will meke the inftial’ aluatipn and rating e
527 : “v‘.::...”, r;}.",'-., PN R NN T e M e w

o

o L o Lo et

St it mesnars e e s 22
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: (Thie riactnds- Aaminiatrative Instruction_ dated 27 March,’ |




of all employees under his supervision. He wfii-;;i'iscus_s“ éuch evaluation
and rating with each employee befors submitting. the rating to the Review~ A o
- ing Official._

5. Reviewing Official

The supervisor highest in line of authority. a‘bpv,é the Ratihg Official

who has personal knowledge of- the r;'téd eui"plo’yee'g’ perfprmance 18 the Re-
viewing Olf_il;iq__ial. . He may, upon review, approve or revise. ratings after
aonferring with the Rating’ Official and a.ny 'Ihteméc‘l_ie.'b‘e' gupervisor con-

cerned, ‘

6. Kinds of Efficiency Ratings

a. Entrance Ratings., An entrance rating is a temporary base
rating agsigned by the Personnel Branch when'an employee is first
assigned to.a position: If thé: employee has 'a. current official rat-
ins based on work in a different pvosition, such rating is his entrance
rating, except that 'if "Unyetisfactoiy";: his entrancé: rating is
ralsed ‘to "Fair", ~If the employee has no current official rating, he
is asdigned an entrance rating of "Good". i i : ‘

.b. Regular Re.tings.. A'regulaer rating must cover at least 90 .
calendar days of active :service in ‘the; current position and must.be
made within eix months after the appointment or change in position
of an employee, and annually thereafter. Official personnel actions
such as administrative within-grade salary fricrédses will be based
on regular ratings. RO M T

- 6. ‘Adiinistrative-Unofficial Ratings. Unofficiel’ ratings may
be made to provide supervisors with suppiementery information about
an employee's performance. . B

7. Notice to Employee

After approval by the Efficlency Rating Committee ,‘ every employee
rated will be notified of his official rating. '

8. Efficlency Rating Appeals

&. Administrative appeals will be heard and decided upon by
the CIA Efficiency Rating Committee. . An employee's use of the ad-
ministrative appeals proceduire will not preclude or prejudice his .
right to appeal io the Statutory Board of Review, C e '

b. Statutory appesls will be condicted by the Efficiency Rating
Board of Review for CIA. The Cheirmen of this Board 1s ‘designated’ -
by the Civil Service Commission, one member is selacted by CIA
employees, and the third by the Director of CIA or his designate,

. ©. Appeals will be filed by submitting a written statement in
- triplicate, within 90 days after receipt of notification of effi-’

ciency. rating, addressed to the Chief, Peisqrmel Branch, A&M, and

-2~ .

RESTRICTED
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» R.ESTRICTED
. containing the following 1nfomati§n:
B Appollanf’a namé; |
| Mailing address;

Classiﬂcation grade in which rated;

Date nbtified of _e:?ficiency rating;

Organization unit in vhich the rating ves assigned;
Reason for appeal; |

Whether administrative or statutory review is desired.

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

STATINTL

Executive for
Administration and Management

DISTRIBUTION: A

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7
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w4 CENTRAL INTELLIGENCE GRGUP . .

Yashington, D. Ce 0

| shington, D, /qw£ALAtA%4é@qu/
N | |
SfI'ATINTL f E
. ,‘I.‘, . b'v - . '

27 March 1947
%TAT' NTL. NUMBER .
1 - SUBJECT: Efficiency Rating Program
SfATINTL EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED

» (NOTE: cC.I.G. HEMORANTLU NOT GIVEN REGULAR DISTRIBUTION =
TO A.E,L SUPEIVISORS, ADi: NISTRATIVE AND RATING OFFICIALLS
ONLY

1. Purroses The purpdse of the nomoranduni is t<; inform you in a
gencral way, of the Efficiency keting Progrom of CIG and to outline
the adninistrative framework within which the nrogram will operate.,

i 2« References. References relating o the "Uniform Efficiency Rating"
j ore: ‘ '

8+ Sectlon 9, Classification Aet of 1923 es amendeds

be CSC Efficiency Rating Mariual, amended March 15, 1944.

Ce. CSC Rating Officials Guide,. June 1945, . _'

de CSC Federal Personnel lianual, Chapter & 1, August 7, 1945,

3« Coverage. The uniform efficiency rating systen promulgated by
the Civil Service Cormission legnlly applies to all enployees pnid
under the corpensation schedules contained in Seetion 13 of Classifi-
cation Act of 1923, as amended, Accordingly, this rating systen
applies to all Civilian Employees in.CIG in Woshington '‘and the Field,
An employee is not excopted from this system because of rart time or
tenporary employment or beocnuse of type of funds from which paide -

4. Polic'ﬁa'

2« The socomplishments of CIG will be determined by the manner in
which each employee performs his assigned futiess Fer this reason,
it is importent for CIG to know how well each employee 1s accomplishing
his specific task.

will determine the effectiveness of each employee in carrying out his

bility of every representative of lianagement to apply the efficiency
rating system in nccordance with approved regulations, ‘

¢« Information seoured by the system nlso provides an indication -
as to the need for employee utilization, information for reassignments,
-transfers, promotions, demotions, training and employee relation
activities, - .

de Efficiency ratings assist employées by providing them with ine
formation on how well their Job or work is being performed and where
thelr work is deficient, 4An employec who knows his work is being -

(479) -

A A

be The efficiency rating systom, if ;;roperljr and uniformly ‘appli'ed,

‘duties as a part of the mission of CIG,. It is, therefore, the responsi~

s e




Y

STATINTL

‘and the Chicf, Persomnel Division, and will be primarily concerned with
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cvalunted, strives to accomplish more und botter worke A recorded
evaluation of his worl: is a protection apgainst unfair actien, whether
it be-duldlberate or coused by inadequate information. Furthermoro,
the efficiency rating process givés tho employce an indiecation of
his progress upon which his advancemont deopends.

es The system‘provides soch supervisor with a tool which will
point eut the inadequacies, wenlmcsses and failinzs of employees as

well as the dusiradble ond outsteonding qualitics and performancos of
the employeoss

Se Ad.mmletr'\tmn of the Efficiency fating Systome

Qe Rcspon51bllity. The Dircctor of Central Intelligemco is re-
quired by law to rate the efficiency of cach employee who is subject
to thoe systeme The Director has dslegated this respongibility to the
Chief, Personnel Division. Tho Personnel Relations Scetion and the

ff‘f‘lclcnc_)r Rating Commitiee have been given the rcspons:\blllty for
cdministering the progrome

be Membership and Functions of the Ifficiency Rating EOmmitteez

(1) The CIG Cormittee has been desipnated by the Dxrector,
and the mombership iu ag follows:

This Cormmittec will serve in a staff eapacity for the Director

genernl efficioney rating policics cnd with the coordinution of the
progron throughout CIG. Briefly, thc responsibilities of the Committoo
ares . !
(n) To act for the Dircotor in applyin; the ef ficienaey
: ratmg systems

(b) To insure that.uniform ct’xndardo are applicd threugh-
“out its jurisdietion. )

(e¢) To ndvisc and assist administrative and szupervising
officinls in determining performence reoquirements
and trainmg, Progranse

1
1
H
{
i

(d) To assist reviewing officiuls and others regurdmg
reting proceduress

(e)  To review and approve ind:widuml ro.tmg sheets for
pronor markingse
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(f) To hear and deternine appeals and reeormendations
of rotings. originally appraved by the Committoe.

- e .

(g) To-sec that ratings arc made when dues

¢« Efficiency Rating Officer. An efficiency rating officer
appointed by the Assistont Direetor of ench office will, with the
nssistanoce and guidance of the commitbee and the Efficienoy Rating
Technician, ussigned to the Personnel Relntions Scetion, implement
the rating program in enoh Offices He will eneourage supervising
officials in setting performance stendards, conduet supervising ‘ i
treining programs and in the seleetion of olement patterns and re=- . S
view initiol and appellant ratings to ingure uniform application of ' ‘
the system within the Offices of 0IG,

!

[ﬁ de Rating Official. The Rating Offisial will bo the person immedie-
; . ately rcsponsible for the work of tho orpluyee (first porson in auth-

f ority whe has supérvisory rogsponsibilities), The Rating Official will

! moke the initinl evaluation of performunec,

E ©s  Reviowing Officinl, The Reviewing Officinl will be the supers=

‘ visor highest in line of authority abeve the rating offieial who has

- personal knowledge of the employee!s performopec,  He may, upon review,
approve or revise the ratings after conferring with rating of ficials
rnd eny intermedinte supervisors,

6. Types of"Ro.tinas .' . '
‘2e Officinl Ratings,

(1) offieial regular ratings are propared annually as of
March 31 for &ll employces who on that date arc not sorving probational
‘or tricl period and who have worked in CIG for at lenst 90 calendar
days during the rating year in the classifieation grade held on March 31,

I . (2) o0fficial Probvational or Trial Peried Ratings are to be
‘ made 60 days before the close of the employee's prohationzl or trial
periods : ‘ ;

be Orficinl Spceinl Ratings. Generally, nn affisial speeial
rating is made whonever the employce has no offieianl rating of record -
ras of the latest 31 larch dote or any date thereafter ond a eurrent -
offieinl rating is needod for periodic withinegrade salary inerease
determinations 4n offiecinl speeial rating is made in eonncetion with
a reduction in foree when thero is no officinl rating on records Such
roting is officicl for all purpeses for whiech it 'is approprinte, even
though it is bascd on less .than 90. days' scrwisce,

ce AdministrativeeUnoffieial, Administrut{vc wofficinl ratings
arc prepared to provide supplementary records of performance for i
administrative information ond use,. : ' o ‘ :

Approved F;)r Release 2001/08/02 : CIA-RDP81-00728R0001QOO10015-7
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7+ Notico.to Employous.. After approval by tho Efficiceney. Rating
Committaoe, every employee shall bo nobtificd of iiis efficial rating
on Stendard Form 68, All notices will be released simultonvously
on o date designnted by the Effioiency Roting Committee, but not
later than 29 May. Copies of Form 68 will not be mado for filings
However, the date that the notice is given the employce will be
inserted on Standard Form §1 which will be filed in the employce's
personnel folder,

8. Efficiency Reting Apponlse ‘Thore are two general types of nppeals, ‘
administrotive and statutory. , ,

ne Administrative nppeals will be those conducted whelly by and
within CIG, and will be henrd and.decided upon by the Efficiency
Roting Committess An employce's usc of the administrative appeals
procedure, which will be developed, will not preclude or prejudice
his right %o appeal to the Statutory Board of Review.

be Statutory appeals will be conducted by the Efficiency Ruting
Board of Revlew for CIGe. The chairman of this board will be designated
by the Civil Service Commission. One member will be selsoted by CIG
employees and the third by the Dirsctor or his designate. The statutory
appeal will be conducted in accordance with Civil Service Commission
regulations and proccdurcss

FOR 'TAZ DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for Porsonne
and Administration
ATTACHMENTS: None

DISTRIBUTION: To All Employecs of CIG

'

‘Approved For Release 2001/08/02 : CIA-RDP81 -00728R000100010015-7

e S e iz s

STATINTL"

RSB SRt e T



7
" Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015

o ‘ T ‘sf#1CAT1 AND BOTTOM)
AY - . ‘ ' “,"”” : y '
,\ W . . ~CENTRAL INTELLIGENCE AGENCY
, \ OFFICIAL ROUTING SLIP

“ 670 CONF
ON T

INITIAL DATE .

C—cTion

REMARKS:

v I

1

3 : G

Cpprovar - T inrormaTION C D sianature
LT otrect repiy "ﬁ;wnn ‘

C—lepmenr
EZE::unksncs 3

C—Tpreparation of repLy T prspatey

RECOMMENDATION - - [T Fyg

FORM NO.

|
"
[
3
I
[
|
I
1
L+ sEp 1947 30°4

LSECRET  conriveNTIAL RESTRICTED _ uNCLASSIF|ep

: 16-7
Approved For Release 2001/08/02 : CIA-RDP81-00728R0001000100



Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7

T | e e s

STATINTL L

R CEﬁTRAL wvrLioace Aceney  PESTRICTED /&;’w(/[

Washington, D, G.

i ADMINISTRATIVE INSTRUCTION aé ? ,t? ?’/
| STATINTL . yo, ]

‘ SUBJECT: Efficiency Rating Program. '

&
5
i
3
¢

(This rescinds Administrative Instruction dated 27 March, 3
ISTATINTL 1947, subject: Efficiency Rating Program, : ‘ L
| . - -
L 1. Gereral |

i " * &s The Director of Central Intelligence is. required by law to
provide for the rating of the performance of employees of this
Agency in accordance with the uniform efficiency rating system
promulgated by the Civil Service Commission,

be The Chief, Personnel Branch, Atly will supervise the appli-
cation of the efficiency rating system,

Ce The performance of all eivilian employees in CIA will be

rated in accorda.nce_ with the provisions of this Instruction,

2+ Efficiency Rating Committee

i | |
? An Efficiency Rating Committee which shall review and apply rating

standards uniformly and approve 'e'rﬂcioncy ratings of all employses in

|

-

E ' the Agency is hereby established, composed of
|

]STATlNTL

3.  Efficlency Rating Officer

Each Staff Chief and Assistant Director will appoint an Efr:lciamy‘ ’

iy

s .'Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7
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‘Rating Officer for his activity to advise ‘and assist supervisory offi-
clals in establishing performance standards, conducting efficiency rating
training programs and selecting element patterns. Efficiency Rating ‘Offi-
cers, with the guidance of the Comuittee, will review the ratings of the
enplbﬁea within their units to insure uniform application of the system
and adherence to regulations kberore sending the ratings tb the Personnel
Branch, A&M,

L. Rating Official

The supervisor immediately responsible for the work of the employee
is the Rating Official, and will make the initial evaluation and r;ting
of all employses under his supervision. He will discuss such evaluation
and rating with each employse before submitting the rating to the Review-
ing Official,

5. Reviewing Official

The supervisor highest in line or_authority above the Rating Official
who has personal knowledge of the rated employee's performance is the
Reviewing Official. Hs may, upon review, approwve or revise ratings after
confor:ing with the Rating 0fficial and any ‘1nternediubs supervisor con-
cerned, |

6. Kinds of Efficisncy Ratings

a. Entrance Rating. An entrance rating is a temporary base
rating assigned by the Personnel Branch whan an employee is firsf
assigned to a position. If the employee has a currenf official rate
ihg based on work in a different position, such rating is his entrance
Tating, except that if "Unsatisfactory", his entrance rating is
raised to "Fair®, TIf the employse has no current official rating, »
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he 1is ‘assigned an entrance rating of *Good",

be Regular Ratings. A regular rating must cover at least
90 calendar days of active service in the current position and
must be made within six months after the appointasnt or change
in position of an employes, and anmually theresafter, 0fficial
Personmel actions such as administrative within-grade salary in-
cre#aes will be based on regularv ratings,

Co Administrative-Unofficial Ratings. Unofficial ratings may

be made to provide supervisors with supplementary information about
an dnployue's perforn_l.nco.
7s Notice to Exployee
After approval by the Efficlency Rating Comuittes, every employee
rated will be notified of his official rating,
8, Bfficiency Rating Appeals
R W Administrativeb appeals will be heard and decided upon by
the CIA Efficlency Rating Comnittes. An employee's use of the admin-
istrative appeals pProcedure will not precluds or brojudiee his right
to appeal to the Statutory Board of Review,
be  Statutory appeals will be conducted by the Efficiency Rating
Board of Review for CIA. The Chairman of this Board is designated
by the Civil Service CO‘!.IS:I.O‘;V One member is selected by CIA
eployees, and the third by the Direstor of CIA or his dedignate,
Ce Appeals will be filed by submitting i written statement in
triplicate, within 90 days after recetpt of notitication of eft1-

clency, addressed to Chisf, Personnsl Branch, AN, and containing
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the‘ following information;
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Appellant's name;

Mailing address; .
Chs_sification' grade in which rated;
Date notified of efficiency rating;

b ‘Organization unit in which the rating was sssigmed;
.Reason for appeal;

} Whether administrative or statutory review is desired.
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
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